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CORPORATE POLICY NUMBER 1 Page #1 
Reference: os Passed by Committee - | Supersedes: 

Policy # 
Prepared by: Purchasing Manual 


Committee Adopted by Council- Date 


Subject: SCOPE OF PURCHASING POLICY Reference 


This Policy is: Existing- Revised- Rescinded- 


Draft Policy: 


The Purchasing Policy of the Region shall apply to all Regional 
Departments, without exception and shall be implemented in 
accordance with authorized procedures and within authorized budgets. 


Policy Manual Tab -— Finance Section -— Purchasing 
Information: 


Subject -— Scope of Policy 


Procedures: Attached Not Required 
Included in (Manual Name) 


Approved: ; 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 2 Page #1 
Reference: Passed by Committee Supersedes: 

Policy # 
Prepared by: Purchasing Manual 


Committee Adopted by Council- Date 


Subject: PURCHASING POLICY AND GUIDE- Reference 
LINE APPROVALS 


This Policy is: Existing- Revised- Rescinded- 


Draft Policy: 


Regional Council shall approve all Corporate Purchasing Policies. 


The Regional Co-ordinator shall have the authority to approve all 
Administrative Purchasing Guidelines. 


The Co-ordinator of Regional Purchasing shall have the authority to 
develop procedures to implement all approved purchasing policies and 
purchasing guidelines. 


Policy Manual Tab — Finance Section - Purchasing 
Information: — 


Subject - Policy and Guideline Approvals 


Procedures: Attached Page 35 Not Required 
Included in (Manual Name) : 


Approved: 
Prog. Mer. Director Dept. Head 
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CORPORATE POLICY NUMBER 3 Page #1 
Reference: sods Passed by Committee - | Supersedes: 
Policy # 


Prepared by: Purchasing Manual 
__ Committee Adopted by Council- Date 


Subject: SPENDING LIMITS AND Reference 
AUTHORIZATIONS 


This Policy is: Existing- Revised- Rescinded- 


Draft Policy: 


It shall be the policy of Regional Council to set the spending limits for 
all purchases made for Regional Departments and authorize the signing 
authorities required for such spending limits. 


- All Field Purchase Orders up to and including $100 (all taxes 
included) shall require the approval of the Department Head or 
designate. 


ss - All purchase orders from $101 up to and including $15,000 shall 
require the approval of the Purchasing Sections upon receipt of the 
purchase requisition authorized by the Department Head or designate. 


- All individual expenditures exceeding $15,000, up to and including 
$25,000. shall require the approval of the Regional Co-ordinator 
and Department Head concerned. 


- All individual expenditures exceeding $25,000 shall require 
Regional Council approval. 


Only the Head of a Purchasing section or designate shall have the 
authority to sign a purchase order. 


NOTE: Exceptions to this policy will be found in Corporate Policy #4. 


Policy Manual Tab - Section - 
Information: 
Subject —- 


Procedures: Attached — Pages 766 77 Not Required 
Included in (Manual Name) 


Approved: 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 4 Page #1 | 


Reference: Passeu by Committee ~ | Supersedes 


Policy # 
Prepared by: Purchasing Manual 
Committee Avopted by Council- Dale 
Subject: EXCEPTIONS TO CORPORATE Reference 
POLUGYErS 
Lhis Policy is: New- Existing-— Revised- Rescinded- 


Drart=Policy: 


The Region recognizes that emergency situations occtr and to ensure 
continuous operation of an essential service, authorizes tho following 
exceptions to Corporate Purchasing Policy #3. 


In the case of an emergency: 


- Orders up to and including $15,000 shall be placed on approval of | 
the Department Heed or designate and on verbal approval of the | 
Purchasing Section. 


2 Orders from $15,000 up to and including $25,000 shall be piuced on 
approval of the Department Head and on verbal approval of the 
Regional Co-ordinator. 


- All approvals received verbally must be confirmed in writing upon 
submission of the purchase requisition and the reason(s) for the 
emergency. 


- Orders exceeding $75,00U for any single expenciture shall be placed 
upon written approval of two of the following three percons: 


a) Regional Chairman 
b) Spending Committee Ciairman or Wacee Soha rena 
c) Regional Co-ordinator 


Department Head to place #n item on the next meeting of the 
Spending Committee explaining the action taken with reasons, costs, 


ers. 2 
Policy Manual fab — Finance Section -— Purchasing ys 
Information: 
: Subject - Exceptions to Corporate Policy #3 
Procedures: Attached “Pages 78 & 79 Not Requiced zs 


Included in (Manus3l Name) 


Approved: 
Prog. Mgr. Directoz Dept. Head 
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CORPORATE POLICY NUMBER 5 Page #1 


Reference: 


Prepared by: Purchasing Manual 
Committee 


Passed by Committee - 


Supersedes: 


Policy # 


Adopted by Council- Date 


Subject: CO-ORDINATED PURCHASING Reference 


PROGRAM 


This Policy is: New- Existing- Revised- Rescinded- 


Draft Policy: 


It shall be the policy of the Region to operate a co-ordinated program 
for the purchase of all goods and services co-ordinated through the 
purchasing functions of the Hamilton-Wentworth Region, Regional 
Transportation Department and the City of Hamilton. 


NOTE: Authorized exceptions to this policy are to be found on page 6, 
Policy 6 of this manual. 


Policy Manual Tab -— Finance Section - Purchasing 
Information: 


Subject - Centralized Purchasing Program 


Procedures: Attached Not Required 
Included in (Manual Name) 


Approved: 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 6 Page #1 
Policy # 
Prepared by: Purchasing Manual 
Committee Adopted by Council- Date 
Subject: EXCEPTIONS TO POLICY #5 Reference 
This Policy is: New- Existing- Revised-— Rescinded- | 


Draft Policy: 


The following are authorized exceptions to the Regional Purchasing Policy | 
#5. 


Exception #1: For supplies and services of common useage e.g. vehicles, 
stock items, stock equipment and supplies and services when 
the tender or quotation is called by an agency included in, 
or on behalf of, the Co-operative Purchasing Group. 


Exception #2: The calling of tenders and quotations for all construction 
projects, Engineering related consulting services and the 
administration of contracts resulting from the same shall be 
handled by the Engineering Department. Construction tenders 
shall include Contract for Works; Form of Tender and 
Department of Engineering Standard Specification Books A & B. 


Exception #3: The regular contractual process and the necessary approvals 
as outlined in Corporate Policy #3 for obtaining goods and/or 
services, shall not apply if obtained from - the Federal 
Government or its agencies, Provincial Government or its 
agencies, Local Boards and/or agencies, Crown Corporations, 
Area Municipalities and Special Purpose Bodies within the 
Region, including the public utility companies and the 
natural gas supplies. 


Exception #4: Additional exceptions will be found on page 91 of this manual. 


Policy Manual Tab -— Finance Section - Purchasing 
Information: 


Subject - Exceptions to Corporate Policy #5 


Procedures: Attached Not Required xX 
Included in (Manual Name) 


Approved: 


Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 7 Page #1 
Policy # 
Prepared by: Purchasing Policy 
Committee Adopted by Council- Date 
-Subject: CO-OPERATIVE PURCHASING Reference 


This Policy is: New- Revised-— Rescinded- 


Existing- 


Draft Policy: 


The Region recognizes that co-operative purchasing is beneficial, | 
therefore, the Co-ordinator of Regional Purchasing is authorized to chair 
a Co-operative Purchasing Committee. 


Definition of Co-operative Purchasing Agreement 


Co-operative or collective purchasing is the joining together of two or 
more separate organizations for the purpose of preparing specifications 
and proposals, collectively receiving bids, and making an award to the 

vendor submitting the lowest acceptable Total Acquisition Cost. 


Thereafter, each agency issues its 
administering the remainder of the 
expediting, receiving, inspecting, 
each agency is responsible for its 


See Page 90 of this manual for Co-operative Purchasing Group membership. 


Policy Manual Tab — Finance 


own contract and is responsible for 
procurement function, namely, 
storing and verifying invoices; 
own payments. 


and 


Section - Purchasing 


Information: | 
Subject - Co-operative Purchasing | 
Procedures: Attached Page 90 Not Required 
: aE ee 
Included in (Manual Name) 
Approved: 
Prog. Mgr. Director Dept. Head | 


| Sees — 
| ee. i 


Ste 


iv gf? ‘Use aN Ve. Lee) 


7 te Let + ie 
a ar 


0274B Oct./85 8 


CORPORATE POLICY NUMBER 8 Page #1 


Reference: Passed by Committee - | Supersedes: 


Policy # 
Prepared by: Purchasing Manual 
Committee Adopted by Council- Date 


Subject: ENCOURAGE COMPETITIVE BIDDING Reference 


This Policy is: New- Existing- Revised- Rescinded- 


Draft Policy: 
It shall be the policy of the Region 


- to encourage open competitive bidding on all acquisition of goods 
and services where practical, and 


- to procure by purchase, rental or lease, the required quantity and 
quality of goods and services in a cost-efficient and effective 


a) manner. 


Policy Manual Tab - Finance Section - Purchasing 
Information: 


Subject - Competetive Bidding 


&) Procedures: Attached Not Required 
Included in (Manual Name) 


Approved: 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 9 Page #1 
Reference: y Passed by Committee - | Supersedes: 
Policy # 
Prepared by: Purchasing Manual 
Committee Adopted by Council- Date 
Subject: DISPOSAL OF SURPLUS GOODS Reference 
This Policy is: New- Existing-— Revised- Rescinded- 


Draft Policy: 


The Purchasing Sections shall dispose of declared surplus property in the 
most cost efficient and effective manner after approval has been received 
from the Regional Co-ordinator, provided that any useable equipment or 
material has been offered first to other user Regional departments, 
secondly to Area Municipalities, and thirdly to public agencies within 
the Co-operative Purchasing Group. 


No employee or elected official shall bid on the sale of goods except 
those disposed of by public auction and/or sealed bids. 


No employee of the Region, working at the auction, shall bid for any such 


items. 
Policy Manual Tab - Finance Section - Purchasing 
Information: 3 
Subject - Disposal of Surplus Goods 
Procedures: Attached Page 75 Not Required 


Included in (Manual Name) 


Approved: 
Prog. Mer: Director Dept. Head 
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CORPORATE POLICY NUMBER 10 Page #1 


Criminal Code of Canada 
Sections 110 & 111 


Reference: 


Passed by Committee - | Supersedes: 


Policy # 


Purchasing Manual 
Committee 


Prepared by: 


Adopted by Council- Date 


Subject: EMPLOYEES PROHIBITED FROM Reference 


ACCEPTING REBATES MONEY ETC. 


This Policy is: New- Existing-— Revised- Rescinded- 


Draft Policy: 


Corruption of Municipal Officials is expressly prohibited by Sections 110 | 
and 111 of the Criminal Code. To be consistent with the Criminal Code, 
it shall be the policy of the Region to prohibit every employee of the 
Regional Municipality from accepting or agreeing to accept, directly or 
indirectly any loan, reward, commission advantage or benefit, rebate, 
money, property, travel arrangements or gift of whatsoever kind or nature 
from any person, persons, firms, companies or corporations which have | 
carried on or are carrying on any kind of business whatsoever with the 
Regional Municipality, its Boards and Commissions. 


Policy Manual Tab -— Finance Section - Purchasing 
Information: 


Subject - Accepting Rebates or Money 


Procedures: Attached Pages 70, 80 & 81 Not Required 
Included in (Manual Name) 
Sa 


Approved: 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 11 Page #1 
Policy # 
Prepared by: Purchasing Manual 
; Committee Adopted by Council- Date 
Subject: "TOTAL ACQUISITION COST" Reference 
This, Policy is: New- Existing-— Revised- Rescinded- 


Draft Policy: 


The Purchasing sections shall consider total acquisition costs, rather 
than only the lowest cost received. 


"Total acquisition cost" shall mean the most cost efficient and effective 
manner and shall be the sum of all costs, including purchase price, all 
taxes, Canadian Content, warranty, life cycle cost, operating and 
disposal costs, incurred for determining the lowest acceptable bid | 
meeting the specifications. 


Policy Manual Tab - Finance Section - Purchasing 


Information: 
Subject - "Total Acquisition Cost" 


Procedures: Attached Page 37 Not Required 


Included in (Manual Name) 


Approved: 
Prog. Mer: Director Dept. Head 
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CORPORATE POLICY NUMBER 12 Page #1 
aS ee a a | 


Supersedes: 


Reference: Passed by Committee - 


Policy # 


| Prepared by: Purchasing Manual 
Committee 


Adopted by Council- Date 


| Subject: CANADIAN CONTENT Reference 


| This Policy is: New- Existing- Revised- Rescinded- 


ee 


Draft Policy: | 
The Regional Municipality's Purchasing Policy is designed to stimulate 

and encourage Canadian manufacturing activity and to assist Canadian 

suppliers in competition for the supply of goods and services to the 


Region. 


The Purchasing Section requires a Canadian Content Preference on public 
tenders for the purchase of any single item or commodity grouping 
exceeding $25,000, excepting those items covered by the Canada/U.S. Auto 
Pact. 


NOTE: A Canadian Content form must be completed. The National Standard 
of Canada definition #2-147.3-82 shall be used as the criteria for 


the definition of Canadian Content. 


Copy of Standard to be found on pages 87 to 89. 


Policy Manual Tab - Finance Section - Purchasing 
Information: 
Subject -— Canadian Content 


Procedures: Attached Pages 68 & 87 to 89 Not Required 
Included in (Manual Name) 


Approved: 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 13 Page #1 
Reference: Passed by Committee - | Supersedes: 
Policy # 
Prepared by: Purchasing Manual 
Committee Adopted by Council- Date 
Subject: LOCAL BIDDERS Reference 
This Policy is: New- Existing-— Revised- Rescinded- 


Draft Policy: 


Subject to all Purchasing Policies and subject to the total acquisition | 
cost being equal, it shall be the policy of the Region to take into | 
consideration the location of the bidders. 


hia aia hi ae ae er a 


Policy Manual Tab -— Finance Section - Purchasing 
Information: 
Subject - Local Bidders 


ee ee 


Procedures: Attached Not Required X 


Included in (Manual Name) 


Approved: 
Prog. Mgr. Director Dept. Head 
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CORPORATE POLICY NUMBER 14 Page #1 | 


Se 


Passed by Committee -— | Sup:rsedes: 


Reference: 


Policy # 
Adopted by Council- Date 


Purchasing Manual 
Committee 


Prepared by: 


Subject: CONFLICT-OF-INTEREST Reference 


This Policy 1s; Existing— Revised- Rescinded 


Draft Policy: 


Members of Ccuncil and employees of the Region shall not have a ractniary 
interest, either directly or indirectly, in any contract with the Region 
or with any nerson acting for the Region in any contract for the supply 
of goods and/or services fuc which the Region pays or is liable, directly 
‘or indirectly to pay unless such interest has keen declared in Council | 
pursuant to the Conflict-of-Interest Act. 


Any contract with the Region, or with any person acting for the Region, 
and any ccntract for th~ supply of goods, materials or services to a | 
contractor for work for whici the Region pays or is liable, directly or 
indirectly, to pay in which a member of Council or any emplovee of the 
Region has an undeclared pecuniary interest, directly or indirectly may 
be void. 


Mombers of Council are required to declare any pecuniary interest, and 
its general ature, which may result in a conflict-of-in‘erest. 


Fmployees of the Region are similarly required to declare any pecuni:icy 
interest, either direct or indirect, in writing to their Head of 
Department who will inform the appropriate Committee of Ccuncil. 


Folicy Manual Tab — Finance _ Section - Furchasing 
LMpOmateuon: | 
Subject - Conflict-of-Interest | 


Procedures: Attached Biase ocan0 Not Required 
Included ir (Manual Name) 


a a 


Approved: 
Prog; Mer. Director Dept. Head 
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S CORPORATE POLICY NUMBER 15 Page #1 
Reference: an Passed by Committee - | Supersedes: 
Policy # 
Prepared by: Purchasing Manual 
Committee Adopted by Council- Date 
Subject: STANDARDIZATION Reference 
This Policy is: New- Existing- Revised- Rescinded- 


| Draft Policy: 


It shall be the policy of the Region to standardize goods and services 
purchased with a view to reducing the numbers acquired to the smallest 
number consistent with Regional needs. 


Policy Manual Tab - Finance Section - Purchasing 
Information: 
Subject -— Standardization 


Procedures: Attached Page 71 Not Required 
e> Included in (Manual Name) _ 


Approved: 


Prog. Mgr. Director Dept. Head 
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